APPLICATION FOR RECORDS DISPOSITION STANDARD
' f | LR

INSTRUCTIONS: Prepare in duplicate and fomard to the Records Management Analyst, Management $vst_ems Division .

3. Dept., Division, Subdivision & Administering Office Address ' F'OR RECORDS MANAGEMENT DIVISION USE
} ! Date Received  Application No, Date Completed
- | oee o TT-504- %€ 20

Department of Transit Systems Operations DEE 9 ‘f; 2}?4977
Division of Claims 1. Application 2. Dept. Application No.
125 Pine St., NE . ~
4. Person to Contact 5. Working Title 6. Telephone Number

Sharon Owens, Claims "Claims Clerk 586-5403

b e e
7. Action Requested

a. X7 Establish Retention Schedule; record will continue to accumulate.

b. [ Dispose of present accumulation; no ifurther accumulation anticipated.

¢. {J Amend Application No. Check One: [ Change; [ Supercede; [ Void

8. Dates of Series 9. Records Series Title (followed by title used in office; if differant!
Eatliest Latest
, : Wor ' :
1964 | Presnet kmen's Compensation Claim Files
TO. Division and Office Function What is the function of the Division and the Office in which this racord series is craated?

wry

SEE ATTACHED

1 e
1. Record Series Description This file contains the following documents {include form numbers and titles, if any):
~Attach samples of the file.

Dociiments relating to:  Fi1ings of reports of accident and claims of injury which occured on the
job, and the payment of funds as to workmen's compensation benefits and medicals

Included are: Form 15, employer's first report of injury - Form 16 agreement of payment between
employee and employer - Form 17 record of firss payment - Form 18 and 20 physicians
statements and billings - Form 19 agreement to cease ‘compénsation or agreement to begin
payment of compensation or agreement of disability settlement payment-— Form 25 Lump Sum
Agreement = and related forms and physicians letters and or billings --SEE ATTACHED

File is arranged: numb_erically, by claim number, by year

12. Monthly Reference Rate How often are records referred to which are:
One to six months old __s@ = Seven to twelve months old _._,/__Q___. ; Thirteen to twenty-four months old ,_‘ fl :
twenty-five months and older — Z)___,_ ? A :

13. Annual Rate of Accumulajion of Records .
[ f{g . ,
Letter-size drawers ;Legal-sizedrawers ____ ___ ___ ; Shelves —— . ;Other fspecify} _ _ . __ ..

3012 (3/76)




YES

NO MA Questionnaire {Place an X" in Pue pr(_)f_)ue[E:!umn}. o o _ i |
a. s this the official copy of the series?
\/ 1f not, where is st?
7 b. Does the serics contain conh}!—e:lEﬁl}i;r:\gﬁoztm_uaaiﬂan(ilaﬁg7 if yes cite law or regulgtloh T
- | ﬂ&gMM Nmaod M—»q A/w(‘l e
v’ c._ts this a vital record?
—_"gA:;' ﬁucr Does this sees h ;;u:hmm lml ot long h-tm reseirch v-n!un’ - T T T 7
/ e When one o0 iwo (i mm-nl-. i e Dibe ke o necessany 1o keep the entoe il Tor ocbong penod, cowdd these docameets be
\/ scheduled separately?
\/ - f. s the information contained in this senes ever publushed7 If yes attach copy. N
| 1 g.——; the information contamed m't_h'ss saeries ever analvzed and/or recorded in a summarized report7 T h i
v 1f yes, attach copy.
T L h. Is there a duplication of this series in your office, or m ancther office or agency? i i
v it yes, where?
o = :+__i. ' Is thls series {or a major parpon of it} regularly mucrof:lmed? o
j. Does the record series result’in a computer prlmout?
15. Retention Req;:re_r;e;t‘s_ The fdirovca_n;eEtres the series to be kept: T
a. State Law — . years. d. Audit period - . __.vyears.
b. Statute of limitation e . YeaTS, e. Administrative heed _r__A/ vears.'
c. Federal laws years. . . f. Federal retention instructions ————— .. Years,
Attach copy or axcert of laws or regulations. Explain administrative need.
16. “Approved Disposition Instructions This agency recommends that the file series be cut o!aﬁhe_i;nd'ol each: B
colendar Year: [ Fiscal Year; ™ Other then,
_ | ' Upon closure remove from active file
[THold in the current files area — monthis) 1 ___ _ vearis); then place in current files area
3 Transfer to local helding area; hold year(s}: then
Transfer 1o State Records Center; hold 9 - yearls) then

7

- Transter to State Archives for permanent retention.

Destroy.

1
4

[ other {Specify) i

These instructions apply to all prior and future accumulations of the series.

7-So0Y

{indicate briefiy rationale for recommendations abave/or write additional remarks):

17.

Approved De artment Records Management Officer Date Approy Lega! Counsel ' Date
leltlypces E.Prtra o€ )2:9:27 waﬂ VWO

APPROVALS

Approved Drmsm Head/Desagnee Date Approved Date
, 4 k2
| Tl o 41 ﬁfﬁda&( L2077 - a, '75/72)
ebartment Head/Designea Date Department aof Archives and History Date

Lyarr7 | Qanstl e  12-20
ate A'pprOVad MARTA Managament Advisory Committea Date

~27




